Welcome to your new ShoreTel phone!
To start using your phone:

1. Press the VoiceMail button

2. Enter your current 3 or 4 digit extension number
3. Enter password – Default is “1234” followed by the Pound Key #
4. Follow the prompts to change the password and record your name
5. When done press 731 (the system does not prompt you for the 731 code which is to assign yourself to that phone)
Your First and Last Name should now be displayed on the phone and it is ready to use!  
(if your name is not displayed hit the voicemail button again, enter extension followed password and pound key, when you hear the voice just hit 731 and it will say your extension has been assigned to this phone)
